Addi ti onal Navy Travel Card Program Managenent QGui dance WRT
21 Sep 01 USD(C) nmenorandum

On 21 Sep 01, the Under Secretary of Defense
(Conptroller) (USD(C)) issued a nmenorandum est abl i shi ng
several new policies for all Departnent of Defense (DoD)
Components. Al though nost of the procedures are already
part of current Departnent of the Navy (DON) policies, the
follow ng highlights itens that are new requirenents:

Make command expectations cl ear

Conmands nust ensure that travel card policies and
procedures are clear to cardhol ders, supervisors, and APCs.
Car dhol ders nmust be aware that the travel card is for
paynent of official governnment travel expenses only and are
expected to remt full paynent of the anount due by the
paynent due date. APCs are required to obtain and review
del i nquency reports as specified in reference (b).

Supervi sors and/ or comranders nust take appropriate action
to prevent and respond to card m suse, abuse, and

del i nquency.

Enphasi ze training

There are nany resources currently avail able to assist APCs
with effectively nanaging the travel card program W
recomrend the foll ow ng resources:

e Ceneral information about the travel card program can be
found on the DON eBusi ness Operations website at:
htt p://ww. don- ebusi ness. navsup. navy. m | / don-
ebusiness/card/. It provides |links other useful travel
card information and a frequently asked questions
secti on.

e Enclosure (2) provides a succinct chart sunmmari zing the
roles and responsibilities for APCs as pronulgated in the
DoD Fi nanci al Managenent Regul ati on.

* Enclosure (3) lists the mninmmtasks that APCs shoul d
performon a nonthly basis, taking into account the
limted tinme typically available to dedicate to the
collateral duty of managing the travel card program

« \Were practical, conmands shoul d encourage APCs to attend
classroomtraining on the Electronic Account Government

Ledger System (EAGLS). Bank of Anerica (BoA) offers cl asses

in various |ocations throughout the year and are free of
charge. For nore information, see
http://ww. gcsut hd. bankof aneri ca. cont

e BoOA also offers two different e-mail newsletters — News Bl ast

and DoD APC Advisory - to comruni cate the nost up-to-date



travel card programinformation to APCs. APCs shoul d contact
their Level 3 APC or the Bank of Anerica for instructions on
how to recei ve these newsl etters.

Ensure that travel charge cards, when issued, are needed
and used appropriately

Ref erence (c) provided command gui dance on conducti ng
a thorough review of all travel card accounts with the
obj ective of canceling unnecessary cards and deactivati ng
cards for infrequent travelers who woul d ot herwi se need a
card for travel expenses. Commands are to conduct these
reviews on a periodic basis to ensure that cards are only
i ssued as necessary.

Commands shoul d encourage new cardhol ders to revi ew
the General Services Adm nistration online training
tutorial available at
http://ww. fss. gsa. gov/ webtraini ng/trai ni ngdocs/traveltrain
i ng/ i ndex.cfm

Take appropriate action with respect to arriving and

departi ng cardhol ders

Travel card issues are to be adequately addressed during

i n-processing and out - processi ng of personnel:

* Commands shoul d ensure that travel card APCs are incl uded
during personnel in/out-processing if not already
included in this process.

» Commands shoul d cancel cards for all mlitary nenbers and
civilian enpl oyees | eaving DoD upon detachnent.

e Commands nmay transfer a travel card account to the new
hi erarchy using the Account Transfer function avail abl e
in EAGS.

Use existing tools to set the stage for appropriate

di sci plinary action

It is critical that APCs obtain and review the various

del i nquency reports nmade avail able by BoA. APCs shoul d
revi ew encl osure (4) for instructions on how to generate
del i nquency reports. APCs are required by reference (b) to
generate the delinquency reports and notify cardhol ders and
supervi sors when accounts reach 55-, 90- and 120-days past
due.

Take appropriate action with cardhol ders that m suse or
abuse their travel charge cards

Using the travel card for non-official governnment travel
expenses is considered msuse, and failing to make tinely




account paynents is considered abuse of the card. Although
there is nothing in the |aw or Departnent of Defense policy
prescribing punishnent for m suse or abuse, disciplinary
action is left to the Commander’s discretion so that al
circunst ances can be considered. Recent Congressiona
criticismto card delinquencies and m suse has increased
publ i c awareness and scrutiny of the program Conmands are
to review disciplinary procedures, if available, or
establish witten disciplinary procedures to ensure that
corrective nmeasures are taken agai nst those m susing or
abusing their travel charge cards.

Taken together, these steps will help ensure continued
progress in reduci ng DON delinquencies. It is essentia
t hat DON conmands and activities continue to nonitor the
travel card programand work with cardhol ders that are
deli nquent. Therefore, this nmenorandum shoul d receive the
wi dest di ssem nation within your chain of comrand.



	Additional Navy Travel Card Program Management Guidance WRT 21 Sep 01 USD(C) memorandum
	On 21 Sep 01, the Under Secretary of Defense (Comptroller) (USD(C)) issued a memorandum establishing several new policies for all Department of Defense (DoD) Components.  Although most of the procedures are already part of current Department of t
	Make command expectations clear
	Commands must ensure that travel card policies and procedures are clear to cardholders, supervisors, and APCs.  Cardholders must be aware that the travel card is for payment of official government travel expenses only and are expected to remit full payme
	Emphasize training


